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Job Description Form
Instructions

Attach the following to a completed Classification/Salary Action Requisition and submit to Columbia Human Resources, Compensation, 615 West 131st: Street, Studebaker Building 4th Floor, New York, NY 10027.
· Completed job description

· Current and proposed organizational chart

· Previous job description (for a position re-evaluation)

Position Information

Job Title:       
  Job Grade:      

Dept./School:       
  Dept. Code:       

Title This Position Reports To:       


Basic Function

The purpose of every job is "To do something." Give the basic reason for the existence of this job, not a broad description of the duties involved.  (If you need more space, please attach a sheet of paper.)

	     



Characteristic Duties And Responsibilities

To comply with Americans With Disabilities Act (ADA), essential functions of the position must be clearly defined and itemized. These are primary job duties that are intrinsic to the position. Basic skills, experience, education, physical and/or cognitive requirements should mirror essential functions of the Job to be performed  and vice versa.

Number each principal task and begin with an action verb.  List tasks in descending order of importance and indicate amount of time in multiples of 5% devoted to each. Avoid the use of ambiguous words and terms, such as “handles” or “deals with.” The final item for all jobs should be “Performs related duties & responsibilities as assigned/requested.”  (If you need more space, please attach a sheet of paper.)
	
Characteristic Duties And Responsibilities
	Percent of Total Job Per Year (100%)

	     
	    %

	     
	    %

	     
	    %

	     
	    %

	     
	    %

	     
	    %


Supervision Received and/or Exercised

State briefly the degree of supervision received by the incumbent. Indicate what type of supervision the incumbent exercises over subordinates, including student workers. Specify whether supervision of subordinates is direct or indirect.  Examples: “Directly supervises activities of 3 Assistant Directors,” or “Indirectly supervises activities of 6 Placement Officers.” Indicate whether supervisory authority includes right to hire, fire, and promote subordinates.  (If you need more space, please attach a sheet of paper.)

	     



Responsibilities For Budget/Assets

Identify responsibility for budget or assets, the dollar amount which incumbent oversees and/or administers. In general, it is the amount for which the incumbent has signatory authority. (If you need more space, please attach a sheet of paper.)
	     



Minimum Qualifications

Indicate the minimum educational requirements or acceptable equivalent experience. Indicate the minimum amount of experience necessary to satisfactorily perform the job. (If you need more space, please attach a sheet of paper.)
	     



Signature

Signature:
  Date (mm/dd/yyyy):

(Dept. Head/Personnel Representative)
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